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YOUR PAYCHEGK 



Payday helps to make your job worthwhilei It is 
'always the day you look forward to^ the brightest day 
of -the week* Being, pa id lor the work you have done is 
a reward that ' is •well-deserved. 

Howeverr if you are noi^ awareNjf^he things that 
are involved in receiving a paycheck^ you 'Ttiay be sorely^ 
disappointed *when your first payday comes around. Ypu 
may only get paid t:wide a month rather than* every 
* Friday. The. major part of yotir earnings may Seppnd 
'on Jiow m^y items you sell rather than how many hours 
you •put in. Your employer may have promised you $100. 
a wfeek — your paycheck is only $84.56* i 

In this Packet you will learn about the many 
different ways of getting paid. You will al6o read 
about what ^happens to your paycheck to* make it 
shrink from $J.OO to $84,501 you wil^ learn how to 
get this information by studying^ your paystub, the 
information given to you by your -employer along 
with your check. * 





\ 





STUDENT OBJECTIVES 




After completing ^thi5 section of the Learning 
Packet^you should be abl-e to:^ ^ ' 

IP Identify several fd if ferent wa^s o£ being paid'. 
Describe each method of payment, 

WAYS OF BEING BMP 



, -You/v^ he^ard the expression, '*"AnP honest day's wage ' 
for an'honest day's labor."' It'^ a good expression. It ' 
Is based on fairness, which can benefit both the employer 
and *he employee. It takes into corisideration 'both" t^ie 
employer's and^the em^oyee»'s be^t interests.' ' . 

. ^ ^ When youido an honest day or an honest few ^hout^s of 
worH/ you shoul^ receive a^'f air ^>ay; You can, of course^^ 
be paid in'any number 'of ways. The foll^ing.^e ' 
descriptions of sonfe of^the most common ways: 

1. * /ou can be paid^ a salary^ A' salary is like a 
\ contract or agreement made, by 'the employer with his " 
' employee^ and* may be, stated iUkterms of either an annual' 
or weekly .aalary. v ' * . 

An 'annual salary does not. me,an that you wilj. be p^id 
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once a year, father, 'your employer will divide the 
year intp pay periods, which represent or stand €or 
the amount' of time you have^wforked between, paychecks. 




(jTour pay period may be every week, every other*' week, or 

• bi-monthly (twice a month) . Regardl,tess of the pay"., 
period, when you are paid a salary, the same amourft will 
always ^ppekr in your paycheck. For example, suppose ' 
that you are a clerk-typist earning an 'annual salary of 
$6,000 and your pay period is bi-monthly. That *means 
that each paychpck you receive will be for $250 
paid bi-monthly/means that you will get^ 2 
each month, or 24 equal 'checks per /ear. . 
divided by 24 = $250.) . . 

Employers have^ different ways of handl 

vacation time (also called annual leave) and 

it 

sick lea,ve for their salaried employees, 
some companies, employees ^arn their annua 
and sick leave. That is, they may accumur 
latb, or build up, a certain amount ^ 
an^iiial and sick leave for each 
month or pay pe^i©d.that 
they work. For -example, if 

• a worker has been employed 
^ for six months,' he may be 




er|c 
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able to take thifee days of leave. When employees have 

■ jr.," ■ ^ • ' \- 

accuiimlated enough leave, they can take a vacation or 

. . . \ ^ < L ^ 

sick leave 'and still| be, paid forythe days of work th^ 

'they miss. ^ * . > * I 

'Other companies do not have such'^^ program. • ^ 
Employees are given a certain set amoAinfc of paid vaca- 
tion time, si/ch as 2 weeks -fejach year. When they take • 
a day off, they are "on their hbnoJr" to truthfully teil 
the boss why they are missing work — whether it is for a 
vacation or illness. These employees- may not be paid 
for workdays, mi$sed because of illness. * 

Payment for overtime work -a^so varies among * 
employers. 'Ov^time work^is the 
humbet of hours that you work over 

<S ' — ■ 

' 4 

40'"hours per week. s6me people 
are paid time and one half for . 
the^r overtime wojk. This means 
that for every overtime hour, the 
porker is paid l-l/i^tijpes his regu- 
lar hourly rate. For example, ; if 
your salary works out to $2.00 per 



hour, yo\^x pay for one ^our overtime would be $3.00 
a-1/2 X $2\00 ='$3.00) . • 

Some salaried 'employees are not p>aid in^cash for 
their overtime work. Instead, their employe?? will'^add 
the number' of overtime hours to their annual leave. 
In other words, if you worked 8 hours overtime, you 
would get 8 isxtrachours of annusuL »leave. This is 
called ' compensatory tire . 

A major advantage of being paid "a salary^ is that 
receiving the same amount of money each pay period 
.makes ,it easier for^you to budget your expenses. 

2. You can be p^id an hourly wage . This means 
that, for each hour that you work, you get a certain 
set amount; for instance, $2.00 an hour. Paying hie 
employees an hourly wage is an- advantage to *the 
employer, because he pays^only for actual working 
hours. i 

People who receive hpurly wages also get paid 
time and a half for the^ir overtime work. 

3. be paid ^y commission . A commission 

- . ' i 
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is nroney that is paid to an employee because ^e ,has' 
sold -^something. Usually it is a percentage of the 

.^price of the item that he has 'sold. For instance, a • 

large department store might^pa^^ its furnitwre . 
' salesmen 10% of the^price of every piece of furniture 
that they sell. A commission^ acts as an incentive 
;or push to work\hardy^ It allows the erafbloyer to 

* reward his hard-working eraployi^es and -to encourage' . 
them to work even harder 'for him and for themselves. 
In otter ^jrds, "the /iRo^e "the" eraplc^^ skirls, the 
more mSfiey^ he •makes] 

Often, people who work op commission iget a 
base sal'arV/ along with their ^commission itoney. , A 
ba-se ^salary is^ a certain fixed amount whi^h the 
worker receives eaah week, no. matter how littlf^.or 

ft 

how much commi-ssion he also receives.-^ 

4. If you worlced in a factory, you raigltt do 
piecework and be paid a certain amount for each 
^ piece or group of pieces yo^ prwiuced. Your pay 



would depend on your speed beca use, the more you t 
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produce/ the more you are paid. The h^rd worker is 
rewarded i^ piecework, while the slow or less- 
industrio^sworker maKes less money, 

' 5. Occasipx^lly, you might receive a bopus . A 
bonus is an amount of money over and above what- you * 
'usually get, Sometimee at holidays or at times whefi 

the 'company is making a.l^t of money, the workers might 

♦ * V • . • J' 

'receive Donuses, > - ' ' 



Your pay. might be supplemented by .tips. 
Tips '(also called gratuities) ^re small ^amounts 
of *money which customers leave 'to thank you 
for your services.- Some jobs, such ^as* waiter 
or waitress jobs, do not always pay well.^'^-. 
However,' the tips such workers receive' can 
really add up. Most customers in a ^ ' * 
restaurant are urged to leave 15 to 20% of 
the bill as a tip. 

7, You might: be paid as casual 
labor . This means' that -you, are not a 
regular employee. You may have been 



h3.red tp fill in^ for a cashier, in a clothing store 
on an unusually busy day. .You may have been signed 
up to work on a construction cr6w for a one-week job. 
In any case, the employer reports you on his Income 
tax as. a busj.Tiess expense rattier than as an enployee. 
He will not tiake deductions from your paycheck, but 
you should report your pa^ual labor earnings on ypur 
income tax returns. 




vvHo DO You TWHk iv/LL. -AiA^ce: Mof^£ Momey? l^/HV ? 
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8. You could be paid under the counter; This 

^ ' t 7 

means t.hat the enployer does not want to keep 'a record 
of any work^ou do or any wages you revive*." '"fife 
doesn't want to pay any taxes or ^ovide ^'^ny b^efits* 
for youo this type .of payment is illegal and can mean 



trouble for both you and youp employer* 



®Fol lowing 'are a^n\imber of activities relating 
to the different vfays of bein^ paid? 



LEARNING ACTIVITIES 

Complete both learping^ activities in this section* 
1, . Unscramble* the following terms. Once you have 
unscrambled them^ use them to fill in- the blanks in 
the sentences below. ^ 

LRUOTH GEAW I MSINCOIMSO 

ERWCPKOIEER . ' SUBNO , 

SOPM^ACERTN^ EITM YAP EVA . 

' ,AARLSY NDRUE HTE OT<?UNRE 

ITPS 

a, 'Mary works as a file clerk. She receives a 

" of $80 a week. IT she takes 

sick leave or works overtime, her pay p^Tiains the 
same. ' - ' r ' 

b. ' Frank is a bus boy who wqrks from 12:00 to 6:00. 
He receives an . ' 

of $2.00 for ^kch hour he *Works. 

\ - . '16,- 



c. ^Jane w^? ail'owed^'to add 1 day to her summer 
vacation because* hhe had^earnedi 



3arne<^_ 



'd. A factor^ worker J ike Pat may ^Be a 



For every 200 buttons ^she makes, sl^ gets- 5 cents, 
e. Some salesmen, like Fred, receive' a base salary, 

Mr pl^s a Fred^gets $iop a week plus 

ItK: for every dollar's worth of appliances he sells. 



f. ►John offered .to heip his neighbor pa'int his house, 
^for which he will be paid $50 V . 



g. if. Paula miisses a day of work, her pay ($100 a 
week) doesn't change.^ She is paid a weekly 

h. Howatd is paid an annual salary, but his ^ 
is every other week.. 

i. Alice is a waitress in a fancy restaurant. Sl^. 
says most of her- money comes from - ^ 



j. At Christmas time, the workers Vere given a 



along with their\ regular pay. 



2. SupfKDse that you are earning^an annual , salary of 
$5200 and your pay day is every Friday, ^ow much money 
would you be paid each week? 
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V^CHECK YOUR KNOWLEDGB 

1 . Name 5 different ways of being paid. 
2. Explain each of the following ways of being paid: 

a. Salary . i 

b. Commission 

c. Tips • , . ' , 
3* What is an employer's reasgh for paying by 

commission? By hourly wage? 



If you feel that you need more practice, try 
the following Alternative Activities. If not, go 
on to UiTit 2. ' ' 



ALTHRNATB ACTrvlTIBS 

1. See if3yoii,can list 3 jobs which \might be^paid 
on a commission bas^^s. 



2. ' Crossword Puzzle 
ACROSS - 
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1. Some salaried employees receive 

time instead of cash for overtime work, 

6. A pay \ is the a^i^nt of time that you 

work between paychecks. 

7* is the num}|pr of hours that you wor> 

over 40 hours per week. 




10. If you are paid by (2 wo r ds) you^.jir^paid 

J a certain ^et amount for each hour that you work. 
^ ^ * V 

1.. Many salesmen are paid a ^s^^ which is a 

percentage of the' prices of the items that they 
have sold. 

^^2. is a* way of paying factory workers 

for the number of items they produce. 

3. You might fee paid an annual or weekly , 



4. Many waiters and waitresses find that most of- 
their earnings come from . ' 

■5. ^ (3 words) is an illegal way. 

to pay someone. \ 

8. labor means that you are not a 

regular employee. * 

9. Many peoplW receive a Christmas 

from their employers. 

X - 
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STUDENT OBJECTIVES 



FWCHECk 



When .you hav6 read- this lection of the PaicTcet, you 
should i>e able tov ^ ♦ 

Estate the differences ^between ^ross and net pay. 

^ Describe- some "Of the dif i^ereirt types of deductions 
that an ,emplpyer may take fribm your paycheck,* * 



* If you have ever held a job, you may 
have been surprised to find that your pay- 
check was less thar^ ^6u had 'expected. 
After all, if you worked 10 hours last 
week at a rate\of $2.5^ an 'hour, yoa. 
should be paid $25.00, right? Your pay- 
check, however, will always 'be less than , 
the actual ^amount of money you have 
earned. Don't feel cheated, tliough-- ' 
this happens to everyone. 

The actual amount of money you ^ 
6arn for the hours you work is. called 
your gross pay? that is, $25.00 for 10 
hours work at $2.50 ap hour. The amount 
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of your ,l9aycheck, or your take-home pay, is ^ 
referred to as net pay. Net ^pay is what 
"is left afte/ all the^ proper amounts of. 
money have been subtra6ted from your gross 
^ earnings. These '^ubtrgctions^ from your gross 
pay are called deduptions, /Deductions ,may 
be in the form of taxes, dues, insurance '* 
plans or savings plans. In any case, the 
dedactions will^ never be more' than your 
.{bay—that is, your net pay will always be a 
good ^^art of the gross. . ' 

If you worked part-Ame f or^ a very 
small business, ' such as a delicatessen or 

9 
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a pizza parlor^ your 'employer might pay ypu by cash 

* 

•or by his personal check. Howeyer, companies usually 
use paychecks which have two parts to them — the checK 
itself, which you cash or* bank,^ and the stub , which ' 
gives informatiop about^ your pay. Bbr one thing,-- 
this stub acts as a t^cord of the p^rt torn away — 



the paycheck.. But beyon<r^mindingf you pf- how much 



if^ur net pay was, the pay stub .gives y^ information on 
your current deductions and someti-mes information 
about the total * deduct ions subtracted from your pay 
for the current year, up tp your present 'paycheck. 

\ r 



Sample paystxib #1 is typical of onei which 
-you may receive along with your paycheck., A brief 

^ejcplanation of the different notations pi^'inted on . 
•the stub follows. 

^ 1. Pay Period Ending: . The block above^ these words 
shows tlfc employee the date of the last day for which 
he is being paid with this paychecki Herer-l/S/VS. - 
2. Time Worked: The blocks above these words are 
divided into two sections: (A) — regular or 

normal working hours and (B) O.T., Which 'Jneans 
overtime hours put' in by ths employee. ' 
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Sample Paystub #1 



(3>— • 


1/6/75 






4 


















►Pay' 
Period 
Ending 

^ 


Reg. 


O.T. 


Regular 
Earnings 


? 

Ovfer 
Time 


Total 
Pay 


Income 
Tax 


Soc. 
Sec. 


Md. 

Tax 


Hosp. 


Net 

;«mtd 


Number 


Time 

"Worked - 


You Earned This Amount 


And We Have Dedu 
Above Amounts Fb 


ctec^ 
r You 


The 


Employees'^'Pay^Statement - Ex 
-And^'Retain-ror i?our Records 


Jtach . ^ 
^ S^ierwood j:istributors of Md., In 


cN^ 
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3. You E^ned This Amount: * This section of the pay stub 
is .divided int^ 3 parts: (A) Regular Earnings, or the 
gross pay which the employee gets for his regular"" hours 
on the. job; (B) Overtiine^ or the 'money the emploj^ee* gets 
for working beyond his normally scheduled hours, This^ 
money is usually paid at a higher i^ate than hi-s normal 
pay rate* (See page Finally, .(c) .TotaT Pay, ' or 

the gross total for regular and overtime pay, 

•4, We Have Deducted The Above Amounts Ftor You: Tjiis 
section of the paystub i« divided into four sections: 
(A) Income Tax, or Federal Withholding, is the tax the 
Federal Government requires the employer to take out 
of each employee's earnings. This money supports the ■ 
operation of the U,S» Government and its programs. ' I 
This tax is a percentage of your gross pay. As your j 
rate of pay increases, the percentage deducted for | 
Federal tax also increases. (B) Soc. 'Sec.: Social 
Security taxes (also' called FICA>^}c?s^-Ffederal ^ 
Insuray:e Contributipns Act) are paid on an employee's ' 

•earnings of up to' $14, 200 a year." Employers must 
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withhold 5.85% of thQi|- employeis's wages for Social 

> f ' » c 

Security. In addition, . the employer must qontribyte ^ 

i 

an equaL amount to the fund. ,Xhe Social Security 
tax IS money taken from .an employee' s earnings to' ^ 
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help support retired people. In yoar retire.i^ient years, 
you will receive payments from Social Security. See 
Packet foi^ more^ detailed information on Social 
SecJurity. . (C) Md. Tax is the tax which the state, 

^government places on the employee*' s earnings. The . 
money 'is used to run state programs. Like income tax, 
this tax is paid according to the employee's earnings. 
(D) Hbsp. : Employees in many companies pay a certain 
amount of their earnings for health and hospitalization 
insurance. The employer probably pays a similar amount 

^ on each employee. • • 

5. Net Amount: The amount: shown above these words Is 
the employee's take -home pay. It is what is left of 
his gross pay after all of the deductions have been 
made . ^ 

•6. Number: This is the number assigned to the employed 
y for payroll purposes. The same number will appear on 
all of. his pay stubs. 

7. Employee's Pay Statement — Detach and Reta-in For 
* Your Records: This is important advj^, since a ^ / 

26 
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-•mistake can be made and the employee will need the 

stub to check back to for information. Also, when 

/ 

/ ^ . 

it is t^me to prepare income tax forms, the employee 

/ , 

will ift^nt to check his paystubs against his W~2 forms. 
'8. siierwcJod Distributors of Md., Inc.: This is the 
namp of the company which pays the employee. It may 
noli., be the same name as the store or business whece 
the employee actually work It is the name of the 
business group that' owns the place where the employee 
works. 

. On the next page is -another sample of a more 
detailed paystub. This particular company has a 

. number of fringe benefits for its ef&ploy^es, such as 
health insurance, life insurance and a retirement 
plan. Contributions for these programs are deducted 
from the employees paycheck. All* of these deductions 

" are recorded on the stub. This paystub also includes' 
a cumulative, or year -to-date*^ total of earnings' and 
deductions. These amounts are all of the money that 
you have earned from January 1 of the year, up until 



and including the current pay check. 
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Explanations of the different parts of the 
stub follow the sample. 



Sample Paystub #2: 



EMPLOYEE NO. 


NAME 


DATE 


GROSS PAy 


NET PAy \ 


3410295 


ROBERT CANTOR- 


DEC. 20, 1975 


14-2.22 





PHILLIP»S COMPANY, INC. 
.EMPLOYEE'S EARNINGS STATEMENT 




WITHHDLDING ll^TIREMENT^^^ 




■LIFE INSUR. 



OPTIONALu 



REGULAR 



HEALTH BENE$CTS-> 



00 



OQNT 



YEAR TO DATE TOTALS • 

''gross LwrTHHQLDING TAX [RgTIREMENT [HEALTH 3ENE.|LjF: 




NON-NEGOTIABLE ~ DO NOT CASH 



RETAIN THIS STATEMENT AS A PERMANENT RECORD OF YOUR JLAKiUNijS mu Drills TCTIOtt:!. 
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1. No. 970^630t This Is the number of the check the 
e^mployee receives .for this pay period. The same ftumber 
appears on th^ check itself. 

2. Employee's Earnings Statement: This is another 
name for the paystub. 

< 

3. Withholding Tax: Another, name for the Federpil 
Income Tax. 

4» Retirement: In companies which have retirement 
» plans for their employees, some money is put aside 



each pay period as a form of savings. The employer 
puts in his contribution also. The employee gets 
back this money when he retires/^ usually when he is 
in his'60*s. In some iystance:^ he may even get it 
if he simply leaves the job, o 

5. Life Insurance:* This section of the paystub is 
divided into two parts: (A) Optional^ which means 
that the employee has a choice of whether or not to 
contribute or give money to this form of life 
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insurance and (B) Regular, which means that the 
worker must give money to this basic life insurance 
poli'cy plan. Sometimes, both the employee • 
and the -en^loyer' pay part of the premiums 

(payments) on the poiicy, 

6, Health Benefits: This section is sub- 
divided also: (A) Co, Cent, or company 
contribution^ This block shows how much 
the employer or company contributes or 

pays in to health insurance. (B) Emp. 
' Ded* , or employee deduction, shows how 
much is deducted from the employee's gross 
earnings for his share of the cost of 
health insurance, 

7, Bond: Employees can buy U. S'. 
Savings Bonds through the place where 
they^ork. These/fe-e a long-term fprm 
of saving, ^The bqnds may be exchanged 
for money whenever the employee wants 
to cash them/ For example, if yoa 
decide to buy^a $25 savings bond, it ' 
will only cost you $18,75, j Five years 
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f rom^ the date that you bought the bond, you may cash 
it in 'for the full $25, If you redeem, (that is, * 
exchange) the bond before 5 years have 
passed, th^ bond wilf^e worth less than 
$?5, 

8, Sfear to Date Totals: The blocks under 
^this heading show how much the employee 

hafe grossed and the total amounts of 
xaiff erfent deductions albich have been tak^ 
^ out of his wage^ since the beginning of the, 
current year, 

9, Non-Nego^iable*-Do Not Cash: These worx3s 
remind the employee that the paystub is not 
a paycheck, The^ employee can 'cash only* < 
hid paycheck. 

The company may al?so take deductions 
from l/our earnings for its 'own programs, « 
such as union dues or for payment .-of 
uniforms" that have been provided for you. 

.To summarize, there are 4 basic kinds 
of' deductions: 

• V " , • 14 . 
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1. « Taxes ? Federal and state wftjiholditig taxes? 
social seqjority {flCk) . ^ 

2. Fringe Benefits i Medical insurance, life 
insurance/ and ^retirement plans. For an employee 
these may be optional or required. 

3. .Savings Plans ; V. S» 'Savings 
, Bonds, credit unions, money for 

charity. Some businesses work 

with local banks so that yqu 

tan arrange jfo -have a 

certai^n amount of your 

salary put into your 

savings account 

before you even 

get your, check. 
« 

The money goes 
right from the 
business into 
your .bank. 
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4« Company Deductions ; Union dues, uniforms, etc. 

There are many 'different kinds of paysti&>s. 
Some are^more detailed than others. Some may include 
information other than deductions; such as amount 
of sick or vacation leave that you used during that 
pay ^riod. Some may even show a total of tRe annual 
and sick leave that ^ou have at that date. 

The payrr4ster or accountant is the person who 
gives out the paychecks ahd ke^ps the payroll. The 
payroll is the com^ny's fecprd of the. money it ha^ 
paid its employees. He can explain to you thi 
different deductions, f^ringe benefits, and savings 
programs which your company has. \ 



Below are some activities for you to do dealing 
with your paycheck.- Complete all of the activities. 



1.&ARNINQ ACTIVITIES 

1. Directions: First, fill in the blanks in Part 1. 
Then use the letters over the numbers to fill in 
the blanks in Part 2. 

15 
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P^rt 1: ■ 

•* * * 

1. Pay before deductions. 

1 2 3 4 4 

2. Money set aside to help support the employee in 

his old age. 

2 5 6 7' 2 5^5 9^6 




3. Time V^rked over and above th^ employee's ^ 

regular ho\ars. 

3 10 526^785 

4. * Record of earnings and deductions. ^ 



11 12 13 4 6 14 15 

5. Name of the tax whicK iMaryland places on an 

employee' s . income. 

4 6 12 6 5 



6. ChecK for the employee's net earn 

ni^irTeiT'Treie 

^ 7. Name of the tax the U.S. Government places on an 

employee's earhings. * 

19 5 20 5 2 12 21 
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8/ List which a paymaster make's of employees and 

their earnings. , * 

11 12 13 2 3 21 21 

Part 2: 

^ ' : \\ 

jr-^. JL-J L!! . 

3 2 18 5 20 17 12 2 19 




What is the answer to the coded question? ^ 
2. Write True or False for the fo^.lovJ'ing stateftients;/ 
^ A. fThe amoxint on your paycheck is your gross pay# 
3. A deduction is a sum of money subtracted from 

your 'earnings/ 
C. Pay stubs should be thrown away after you 
have cashed your paycheck*, 



D. Net pay is what. is left after all deductions 

have been taken^rora your earnings* 
*E. PICA is an optional deduction, 
3, Answer the following questions, 

A, If John groased $,45.85 and his deductions 

amounted to $6.17, what woxild his net pa^ be? 
, B. Trent's net pay came to $82.12. His deductions 
^ . . amounted to $19.17. What was his gross pay for 
that week? 

^^^Q^^^^^^^^ grossed $28;19 and netted $21.17, what 
did her deductions amount to? 



If you feel yo>4 need nnore practice, doN:he 
following' Alternate Activity. If not, go on to 
Check Your Kndwledge. . ^• 



ALTBRNATB ACTIVITIBS ' 

1. Unscramble the words in Column A. Then match the words 
in Column A with the proper definitions in Column B. Place 
the letter from Column 3 in the space in front of Column A. 

36 
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Column A 
_L 1. CMOENI^^ 

, 2., YBPAUST 



Unscrannflble'S 
Words 



3. KEAT-MHEO 

4. EOEVMRIT _ 

5. SRGOS _^ 

6. OSDBN 



7. SUTDINODEC 

8. LPOYIAR 



9. ENT 



_10. YCCPHKEA 



Co^mn B 

A* Pay before any 

deductions. - " 

B. Pay after deductions. 

C. Amounts stibtracted from 

employee '^s gross pay. 

\. 

Tax on employee's 
earnings. 

E. Rectord of earnings and 
deductions. 

F. Another name for net pay. 

G. A check for the employee* 
net earnings. 

H. Time put in at work ove© 
and above^ one's regular 
hours. ' , ^ 

I. A type of payroll savings 
in which the employee 
^n make an investment in 
tne U*S. Government. 

J. The list which the pay- 
^ ^ master makes of employees 
and their earnings. 



1 

y^CHBCK YOUR KNOWLBDGE 

\ List 4 general types of deductions and give, one 
example of each* 
2« Identify 2 t^pes of "fringe benefits." 
9« ExgJ.ain the purpose of a paystub. Why is it a good 
idea to save it? 

List 3 kHiis of information^ besides deductions, 
which may be^rBcluded on a paystub, ' 
6« Mary and John both work 40 houirs a weelN^s^of f ice 
\^ aides, l>ut for different companies. They both earn 
$2.50 an hour, but Mary^s net pay 'is $85.00 a week, 
while, John takes home $78.50. Explain this ' 
difference between John and Mary's net pay. Try 
to-giye 3 specific ex5tmples of possible differences ^ 
in their deductions. 

Explain the difference between gross pay and net 



You have completed this Packet. It would be a good 
i4ea to review the material ^fore taking the examination. 
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Answers to 

^LBARNINQ ACTIVITIBS 

1. See page 5C for Scrambled Word/ Fill Ins 
^ worksheet ditto and answers. 

2* $100 each weelc», 

- 1\ See pages 5D and 5E for ditto and answers 
" to P^rts 1 and 2 . i 

2* A. F • • 

B. T 

C. F . 

T 

E. F ^ 



3* A. $39.68 

B. $101^29 

C. $7^02 



Answers to • - * 

</CHECK -YOUR KNOWLBDGB 

1. . Can be any five ^ of the following: J 

a. By salary e. By a bonus 

b. By hourly wage f . By tips 

c. By co.-wnission . As casual labot 

d. By piece worlc ^#a:^ h. Under 1the counter 

2. a. Salary: Like a contract or a^greement 

between employer and employee. Eftiployee 
receives a set amount of money in each 
paycheck. 
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b. Commissiojgl Money paid to an employee 
that is a percentage of the^price ^f an 
Item he, has sold for his company. 

c. Tips: ^ Small amounts of money which customers 
leave an employee as thanks for a service. 
Can sometimes amovmt to* a large part of a 
worker's earnings. 

a. It allows the employer to reward his hard- 
working employees and to encourage. them to 
work even harder for him and for ^themselves. 

b. Empibyer only has to pay •for actual working 
hours.' * 

Students should have the following four cate- 
gories\listed and any one of the examples for 
eacn. ^ ^ ,* 

a« Taxes: Btedersfl .withh<ilding tax, state with- 
• holding, social security. , ^ 

b. Fringe benefits: Medical insurance, J.ife 
insurance, retirement plans. ^ 



-c* Savings plans: .U.S. Bonds, \credit unions, 
dharity money, savings accouht; 



d. Company deductions: Union dues^ uniforijts. 

Any two of the following: ^ ' . 

Medicar insurance 
Life insuran<^e 
Retirement plans X 

a. Gives information about your pay and serves 
as a pay V record.' * 

b. If a mistake in pay occxirs, employee can 
refer jDack to his paystub; employee can 
check his paystvibs against his W-2 fdrms at 
•income tax time., / 

/ 
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Answers to 

y^CHBCK YOUR KNOWLBDGE 

4- Can be^any 3 of the following: 

-Pay*|)eriod ending: date of the lasti^ay 
for^which employee is being paid. 

^ -Time worked: regular ^and overtime hours 
f)ut in. 

-Gross cUBOunt: total for^ regular and over- 
time p^. , , 

-Net ambunt: amount after deductions. 
-Payroll employee number or check number. 
'-Company n^e. 
-Year to date total s« ^, 



a. 



The difference in pay ia probably due to 
a difference in the amounts of money 
deducted from John and Mary's gross pay. 



May be any 3 of the following: 

Retirement plan 

'Life insurance , 

Health»benefits 

Bond or other savings plan ^ 

6, dross pay: actual amount of money earned 
before deductions. 

Net pay: paycheck amount, or pay left after 
deductions. 

Suggested Answers to 

ALTBRNATB ACTIVITIBS 

* 

1, .Almost any kind of'saled job. 



2, See page 5JF for crossword puzzle ditto and 
answers, ' 



1. See page 5£ Scrambled Word/Fill in the 
• blank ditto and answer sheet. 



Final examination and angers can be found on 
pages 5H and 51, 
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Answers to 
Learning Activity #1 ' 
Scrambled Word/Fi,ll In the Blank 
Pacljet 5, Page 6 

Unscrambled Words 
1. 4. Hourly wage ^ 
Piece worker 

c. Compensatory time ^ 

d. Salary A 
Sr. Tips ' • 
f. Commission 
9 . Bonus 

h. Pay day 

i. Under, ^the counter * ^ 

Answers to Fill In the Blan ks • 
■ — 

salctry :> 

hourly wage * ..-j 

c. compensatory time ' I 

d. pxece worker , » 

e. commission | 

f . under the counter * , j 
^g. 'salary ' ' • ' i 
h. pay day I 

tifis . -' J 

bonus t 



a* 

- b. 



jPitto, master for student use" 
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Learning Activity #1 
Scrambled Word/Pill In the Blank 
Packet 5, Pa^ 6 & 



1. Unscramble the following terms. Once you have unscrarrbled - 
them, check back to page 6 of the Packet, Use the unscrambled 
terms to *f ill in the blanlffs in the sentences. (Put your 
, ^answers in the blanks below.) - ' 



a. LRUOYH GEAW 



f. MSINCOIMSO 



b. ERWCPKOIEER 



cr. ' SUBNO 



c. . SOPM^ACERTNO EITM . 



h. YAP DYA 



d. AARLSY ' 



i. NDRUE HITS OTCUNRE 



e. ITPS 



a. 
b, 
c. 
d. 
e. 



i 



f. 

g. 

h. 



5C 
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Answers to 
Learning Activity #1 — Part I 
Pill In the Blanlc/Block' Letters 
Packet 5/ Page 16 ^ 



Part 1: 

1. is ^ -0 _S _S 
1^344 



2. 

3. 



_E -E _T ^ _R Jl _M Jl 
2567 . ^ 58596 



3 10 5 26785 

P A _V g T U B 
11 12 13 4 6 14 15 



5. STATE 
4 6 f2 6 5 



6. 
7. 
8, 



jg H JC . JC 
11 12 13 16 17 \ 5 ^6 18 

Ji D -E' R A^L 
19 '5 20 5 2 12 21 

JEL ^ ^ Ji _L _i, 
11 12 13 2 3 21 21 



Ditto roaster for student use- 
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Learning Activity #1 — Part I 
Fill In the Blank/Block Letters %' 
Packet 5, Page 16 

1, Directions: First/ fill in the blanks in Part- ft Tten use 
the letters over the numbers to fill in the blocks in^^rt 2. 

NiPart 1: 

1, Pay before deductions. 




1 2 3 4 4 

2. ^ney feet aside to help support the employee in his 

old age,-^ ^ » ^ ^ - 

^ 2567258596 

3. Time worked over and above the employee's regular • 

/" 

hours, \ _^ 

3jlO 5 26 7 8 5 ^ ^ ' 

4. Record of earnings and deductions. 1 

11 12 13 4 6 14 15 



5, Name of the tax which Maryland places on an^lStijpi^oyee' s 

income. 

4 6 12 6 5 

^6. Check toy^he employee's net earnings. 

1112^1617^^1618 

7; Name of the teuc the U.S. Government places on an 

employee's earnings. 

19 5 20 5 2 12 21 

8. List which a paymaster makes of employees and their^ 

earnings. ^ ^ 

11 12 13 2 3 21 21 

5D 
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Ansviers to/ 
Learning Activity *l~Part 2 
Pill In the Blank/Block Letters 
l>acket 5^ Page 16 

1. Part 2: Coded ^questiori: ' 

\ 

\iBXr IS V90RKED WiKD FOR 
BUT RARELY ALL T;^iCtl HOME? 



Answer to this question: . Your pay . 



[Ditto roaster for student use 
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Learning Activity #1— Part 2 
Fill In the Blahk/BlocX Letters 
Packet 5^ Page 16 



Part 2: ^ ^, , \ 

w. " iL_ 

.y 12 6 7 4 3 2 18 5" 20 . It I2 2~ l9 

I9 3~2~ 15, 176" 2~n2~5~2Tn HIT 21 ' 



What is the answer to the code^ jquestio: 




5- 



Answers ,to 
Alternate Activity #2 
Crossword Puzzler 
Packet 5/ Page 8 



^iolNl]^|E^^(fe|^rr|omlY 



M 



E 



K 



lY 



gmi 1 lo 



E 



iDivi£pRiri I M 



E 



EE 



A 



1 
H 



El 



I 



I- 
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Alternate Activity #2 
Crossword Puzzle 
Packet 5/- Page 8 



. Answers to 

V Alternate Activity #1 
Scrambled Word/Fill In 
Packet 5^ Page 17 




_B 9. Net 

_G 10.. 'Paycheck 



Ditto maater for student use- 
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^Answers to 
'Final. Exam 
Packet 5 



5. 



An ancun^ of money over and above what you usually get 
paid. Rttcelved at holidays, when business Is gcod. etc. 

b. Anount of vacation time that an employee gets in one year. 

c. Any'^nufflber of 'hours worked ^^ver AO hours per week. 

^* xSSve^"* hours that are added to an employee's annual 

^® people who work on a commission. A certain 

'fix^ aitount of money which the worker receives each week, 
no Mtter how -much he makes on con-nlssion. 

. i 

f. Employer keeps no record .of the employee's work or wag'>s, 
•o as ijot to pay taxes or provide benefits. Illegal. 

«. Factory work In which a certain amount is paid to the 
employee for each piece or group of pieces produced. 

b. For each hour worked, employee gets a set amount of money. 

c. Money paid to an employee because he^has sold sonothirvg. 
Osually a percentage of the price or the itpm sold. 

d. Labor done by a\worker who is not a regular employee, 
^ycheck'for such work has no deductions/ but should 
be reported on the worker's Incore tax. ,^ 

e. Small amounts of money left by custorors as thanks for 
services. 

Factory worker. 

Suggested answers: One week construction job 

One day flll-ln as a cashier 
Two day inventory job 

Gross pay: Income before deductions. 

Itet pay J Money earned after deductions. 



Ditto" master for student use- 
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o ^ Final Exam 

Packet 5 

Explain the following terms: , • 

a. Bonus: * 

b. Annual^ leave: 

c. Overtime work: 

d. Compensatory time: ^ 

e. Base salary: 

f. Under the counter: 

Tell about each of the following Ways of being paid: 

a. Piecework: ' % 

b. PIburly wage: 

c. ' Commission:. ' 

d. "Casual dabor: ^ 

e. . Tips 

What type pf worker might be paid, by ^piecework? 
Give an example of casual labor. 

What is the difference between gross pay and net pay? 



Answers to 
Final Exam^ 
Packet 5 

$• • Giws information «bout the paycheck* i ''^^ 

• S«£V«ar as «^ periMnent record of the paychccX. 

7* «• Oirertine: Money S'ooployee gets for workirv^ beyond hxs 
\ nomally 'teheduled hours. 

b* Social Security t Tax money taKei/ from ojT eoaployee' s 

earnings to h^p support retired people. 

e* iBospltaXiiationt Bsalth and hospitalization insurance 
for an eoopl^^e. > 

d* Osa^pany contribution: Bow much the e:iployer or co.ipany 

* pays in toward » worker; s hdilth 
insurance. 

«• JCmployee deduction: Amount dAicted from«eaipl^/ee*s gross 
earningtffor his share of the cost of 
, t health insurance. 



- TaxA* 

-> fringe Benefits 
W " Savings Plans 

" ^- Company Dedu^ions ^ 

X0» Can be any three of the folloi^ngs 

• Date that pay period ends ^ 
Amount of time worked 
Oross amount of pay 
Itot aaK>unt of pay ^ 
MyroXX e^apXoyee muriber or check nustee 
Ooapany name ^ 
TMT to dat* totaXs 



I Ditto Master for studertt use- 
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final txam ^ 
- Packet 5, ^, 

6. List two purjjoses o/ a paystub. 

7. Tell what each abbreviation stands for and explain what each 
mean^: ' , • - ' r ^ 

a. O.T. , ,s ' 

b« Soc. Se'c« ^ , 

c. ' Hosp. • * ^ 

d, Co. Oont, 

8. Matching:* Put the letter from each definit^ion' in Column B in 
the blank next to the ter^n that it ^oes with in Oplunn A. 

Column A - ^ Column B 

-Frinc{e Be^efitst\ a. Gratuities 

Bond ' • • b. Union d|ies 

Tips ' c. "feake-home pay 1 



PICA d. Deductions for life and 

t health insurance 

An exanple of a company / i 

deduction . e. Sodial Security tax 



/ 

s 



Net Pay f . XJlS. -6avings Bonds purchase 

tnroiigh work 

9. List four general types of deductions. 

^ ' ' ^ . \ 

10. List three pieceS of information^ besides deductions^ which 
• 'may be included on a paystub. 
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